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1000. 00. 00 | NTRODUCTI ON TO THE | CES PROGRAM POLI CY
MANUAL

The |1 CES Program Policy Manual user nust have an
under st andi ng of the organi zation and format of the manual.
This introduction provides information regarding the

f ol | owi ng:

Pur pose And Scope OF The Manual (Section 1005);
Manual Organi zation (Section 1010);

Manual Format (Section 1015);

Manual Nunbering Schene (Section 1020);

Manual | ndexing (Section 1025);

Manual Term nol ogy (Section 1030);

Manual Distribution (Section 1035); and

Future Revisions To The | CES Program Policy Mnual
(Section 1040).

1005. 00. 00 PURPOSE AND SCOPE OF THE MANUAL

The |1 CES Program Policy Manual is intended for use with the
Indiana Client Eligibility System (ICES). The manual

i ncor porates policies and procedures concerning the Food

St anp, Refugee Assistance, Tenporary Assistance for Needy
Fam |ies (TANF), Indiana Manpower Pl acenent and

Conpr ehensi ve Training (1 MPACT) prograns and health coverage
under the traditional Medicaid program and Hoosi er
Heal t hwi se. The manual is maintained in both a hard copy
and on-line version.

Pol i cy and procedures concerning burial assistance are
included in this manual ; however, the determ nation of
entitlement to burial assistance is not supported by I CES.

Eligibility for Roomand Board Assistance (RBA) nust be
determ ned manual |y by caseworkers; however, for RBA
eligible recipients, ICES will determne eligibility for
RBA-rel ated Medi caid

The provisions of this manual apply to the 92 Local Ofices
of the Division of Fam |y and Children throughout the State
of Indiana. The manual is intended as a guide for

i npl ementation of all federal and state | aws and regul ations
relating to the eligibility determ nation of the Food Stanp,
Cash Assi stance, | MPACT and heal th coverage prograns
adm ni stered by the Division of Famly and Children.




1010. 00. 00 MANUAL ORGANI ZATI ON AND FORVAT

The manual is organized into the foll ow ng chapters:

Chapter 1000 | nt roducti on

Chapter 1200 Ceneral Program | nfornmation
Chapter 1400 Administrative Policy

Chapter 1600 Cat egori es of Assistance
Chapter 1800  Application Registration
Chapter 2000 Application Processing

Chapt er 2200 Conti nui ng Case Processing
Chapt er 2400 Non-financial Eligibility Requirenents
Chapter 2500 | MPACT

Chapter 2600 Resour ces

Chapter 2800 | ncone

Chapt er 3000 Eligibility Standards

Chapter 3200 Assistance G oups

Chapt er 3400 Budgeti ng and Benefit Cal cul ation
Chapt er 3600 Benefit |ssuance

Chapt er 3800 Transi ti onal Medical Assistance
Chapt er 4000 Noti ces and Forns

Chapter 4200 Appeal s and Heari ngs

Chapt er 4400 Dat a Exchange

Chapt er 4600 Benefit Recovery

Chapt er 4800 Burial Provisions

Chapt er 6000 A ossary

Wthin each chapter, the manual material is organized with
policy conmmon to all prograns presented first, followed by
policy specific to a particular programor group of
prograns. The first section (or passage as referred to on-
line) serves as a table of contents for the chapter by
listing the main sections contained in the chapter.

Foot not es are nunbered sequentially within each chapter and
the Il egal references are found in the |ast section of each
chapter.

When a policy applies to all prograns, no program
designators are listed after the passage title. Wen a
policy applies to only one program the program desi gnator
is listed in parentheses follow ng the passage title.

When policy in a passage does not pertain to all categories
of assistance within a program the first sentence in the
passage wil|l state the specific category(ies) for which the
passage is applicable. 1In sone instances, the first
sentence will state the category for which the passage does

not apply.
1015. 00. 00 MANUAL NUMBERI NG SCHENME

The nunbering schenme used for the I CES Program Policy Mnual
provi des a nethod for nunbering each chapter and passage of
text while providing the flexibility to add or insert



passages or chapters wi thout having to renunber or re-index
ot her sections. There may be up to four sets of nunbers in
each passage nunber. The first nunber which represents the
chapter and section nunber is four digits. Al other
nunbers are two digits

The nunbering scheme is illustrated by the foll ow ng:

1600. 00. 00 | ndi cat es Chapter 1600;

1605. 00. 00 | ndi cates Chapter 1600, Section 1605;

1605. 05. 00 | ndi cates Chapter 1600, Section 1605,
Subsection 1605. 05;

1605. 05. 05 | ndi cates Chapter 1600, Section 1605,
Subsection 1605. 05, Second Subsection
1605. 05. 05;

1605. 05. 10 | ndi cat es Chapter 1600, Section 1605,
Subsection 1605. 05, Second Subsection
1605. 05. 10;

1605. 10. 00 | ndi cat es Chapter 1600, Section 1605,
Subsection 1605. 10;

1605. 10. 05 | ndi cates Chapter 1600, Section 1605,
Subsection 1605. 10, Second Subsection
1605. 10. 05;

1605. 10. 10 | ndi cates Chapter 1600, Section 1605,
Subsection 1605. 10, Second Subsection
1605. 10. 10;

1605. 10. 10. 05 Indicates Chapter 1600, Section 1605,
Subsecti on 1605. 10, Second Subsecti on
1605. 10. 10, and Third Subsecti on
1605. 10. 10. 05.

1020. 00. 00 MANUAL TERM NOLOGY

Many of the passage titles in the I CES Program Policy Manual

contain "program desi gnators”. These program desi gnations

are in parentheses at the end of passage titles.

The program desi gnators and the prograns they represent are:
F Food Stanmp Program

C Tenporary Assistance for Needy Famlies
and Refugee Cash Assi stance



VED Medi cal prograns (The medical, or health coverage,
prograns are traditional Medicaid and Hoosier
Heal t hwi se.)

| ndi ana Manpower Pl acenent and Conprehensive
Trai ni ng

The "MED' classification is divided into four sub-groupings
reflective of the simlarities which exist in the financial
and resource eligibility determ nations of the categories in
each group. |If policy and procedure apply to al

categories, a passage is designated as MED. If policy and
procedure only apply to sonme of the groupings, one or nore
speci fic designators are |isted.

The foll ow ng sections |ist the specific categories of
assi stance within each program designati on.

1025. 00. 00 CATEGORI ES

Al'l program designators except "F" include nore than one
category. The categories within each program desi gnator
follow. Further clarification of each category is outlined
in Chapter 1600.

1025. 05. 00 CASH ASSI STANCE
Cat egories of assistance in the Cash program group are:

| ncapaci tated Parent TANF (ADCl)
Unenpl oyed Parent TANF ( ADCU)
Regul ar TANF ( ADCR)

Ref ugee Cash Assi stance (ADCQ

1025. 10. 00 MED 1
Categories in the MED 1 program group are:

Aged (MA A)

Blind (MA B)

Di sabled (MA D)
RBA-rel ated (MA R)

1025. 15. 00 MED 2
Categories in the MED 2 Program group are:

Low I ncome Families and Support Extension (MA O
Wards (MA 3)

Ref ugees (MA Q

SSI (MA U)

18, 19, 20 Year Ads (MAT)

Child in Psychiatric Hospital (MA O

Ful | Range Pregnant Wnen (MA M



1025. 20. 00 MED 3
Categories in the MED 3 Program group are:

Child Under One (MAY)

Child Under Six (MA 2)

Child Six to Nineteen (MA 2)

Pregnancy-rel ated (MA N)

Extension for Incone Ineligible Pregnant Wnen (MA E)
Children One to Nineteen (MA 9)

Children's Health Plan for Children Birth to N neteen
(MA 10)

1025. 25. 00 MED 4
Categories in the MED 4 program group are:
Qualified Medicare Beneficiary (MA L)
Qualified Disabled Wrker (MA G
Speci fied Low I ncone Medi care Beneficiary (MA J)
Qualified Individuals (MA I, MA K)

1030. 00. 00 ACCESSI NG THE ON- LI NE MANUAL

The on-line Policy Manual can be accessed in any of three
ways:

Fromthe on-line Policy Manual Menu (MNOW ;

By entering next TRAN PARMS;

By pressing PF3 on any screen in the system
Access by function key:

Fol |l ow these steps to access the Manual from any screen
wi t hout disrupting your work.

1. Press PF3; OWL will display the |ist of passages
associated with the screen.

2. Select with "X'" the passage you wi sh to view and
press enter; OWD with the passage you sel ected
wi || display.

By using the PF18 key, you can page through
t he passages which will display in nunerica
order. Use PFl7 to go back to the passage
you originally selected.

3. Press PF15 to return to the screen you were
originally on when you first accessed the on-line
manual .



Access by MNOM nenu or TRAN code:
MNON nunber 1 or TRAN code OMIL
Enter as PARMS: (Passage Nunber)
OMIL will display the list of topics for the passage;
or

Do not enter a PARMS and OMIL will display the |ist of
topics for the manual in al phabetical order.

On OMIL, select a topic with "X" and press PF16. OWL w ||
di splay the |ist of passages for that topic. Select a
passage with "X and press enter. QOWD will display the
passage text. Use PF18 to page through all subsequent
passages in nunerical order. Press PFl7 to go back to the
first passage you sel ect ed.

or

Select a topic and press enter. OVWD will display the
passages associated with the topic in al phabetical order.
Use PF18 to page through the passages. Press PFl7 to see
the previous passage. (Notice that the functionality of
OMIL and the PF17 key differs dependi ng on whether you
select a topic with PF16 or by pressing enter.)

MNON nunber 2 or TRAN code OWPL:
Enter as PARMS: (topic) or (screen code)

OWL will display the list of passages indexed to the
topi c/screen. Select the passage with "X' and OWD
will display the text. Use PF18 to page through al
subsequent passages in numerical order. Use PFl7 to
return to the initial passage sel ected.

MNOM nunber 3 or TRAN code OVMVD:
Enter as PARMS: (topic) or (screen code)
OWD wi Il display the text of passages indexed to the
topi c/screen. Use PF18 to page through all passages
for the topic/screen. Use PFl7 to view the previous
passage.
or

Enter as PARMS: (passage nunber):



OWD wi Il display the text. Use PF18 to page through
al | subsequent passages in nunerical order. Use PFl7
to return to the initial passage.

1035. 00. 00 MANUAL DI STRI BUTI ON

The on-1ine manual is avail able through every ICES term nal.
A limted nunber of hard copy manuals will be placed in the
Local O fice.

When additional hard copy manual s are needed, Local Ofices
are to notify the Fam |y | ndependence Section so that the
current distribution |list can be updated.

1040. 00. 00 FUTURE REVI SIONS TO THE | CES POLI CY MANUAL

When the on-line nmanual needs to be revised or updated,
flash bulletins will alert workers that a revision has been
made. In addition, the Local Ofice will receive a witten
revision for each hard copy manual. A nunbered manua
transmttal letter is used to transmt new or revised hard
copy manual material. The nunber of the transmttal letter
is to be recorded along with the date of issuance on the
Li st of Manual Transmttal Letters found in the hard copy
manual .  The manual should then be updated by renoving and
repl aci ng obsol ete material and addi ng new materi al .



